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NAVSUP | NSTRUCTI ON 12351. 3B

Subj: AUTHORI TY TO APPROVE Cl VI LI AN REDUCTI ON- 1 N- FORCE (RIF)
ACTI ONS

Ref : (a) SECNAVI NST 12351.5D

Encl: (1) R F Fact and Justification Sheet

1. Purpose. To promul gate Naval Supply Systenms Conmand ( NAVSUP)
policy on and procedures for approving civilian reduction-in-
force (RIF), transfer of function and furl ough actions.

2. Cancel | ati on. NAVSUPI NST 12351. 3A

3. Background. Reference (a) sets forth Departnent of Navy
(DON) gui dance applicable to all RIF, transfer of function and
furl ough approvals. The Assistant Secretary of the Navy
(Manpower and Reserve Affairs) (ASN (M&RA)) was del egat ed
approval authority for RIFs, transfer of function or furlough
(for nore than 30 consecutive days or 22 days if done on a
nonconti nuous basis) involving 50 or nore civilian enpl oyees or
when these actions woul d generate significant Congressional
interest. Reference (a) has del egated approval for actions of a
| esser scope than above to Echel on 2 Conmanders.

4. Policy. NAVSUP will adhere to DON policy as stated in
reference (a).

5. Authority. Commander, Naval Supply Systens Comrand will be

t he approval authority for RIF, transfer of function and furl ough
(any length of tinme) requests involving | ess than 50 civilian
enpl oyees.

6. Action

a. Activities requesting RIF, transfer of function or
furlough (any length of tine) authority for less than 50 civilian
enpl oyees will submt justification as outlined in enclosure (1)
to NAVSUP ( SUP 0O3H)

b. Activities requesting RIF, transfer of function or

furl ough (nore than 30 consecutive days or 22 days if done on a
nonconti nuous basis) authority for nore than 50 civilian
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enpl oyees, will submt justification as required in reference
(a) to ASN (M&RA) via NAVSUP (SUP 03H).

N e

R W THORNETT
Deputy Conmander for
Cor por at e Managenent

Di stribution:
SNDL: FKM (Shore Activities under the Command of the Conmander,

Naval Supply Systens Command)

Copy to:
NAVSUP SUP 323A (15 Copies); O3H (4 copies), X(32) (NAVSUP
O fices and Directorates)

St ocked:
NAVSUP Room 511, CM#3
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FACT AND JUSTI FI CATI ON SHEET
FOR ACTI ONS REQUI RI NG ASN( M&RA) APPROVAL

1. Fact Sheet on (nane and | ocation of the activity):

2. Background and m ssi on:

a. State approved activity mssion. Include any significant
i nformati on having a bearing on the request to include sunmary
i nformati on on previous reductions-in-force, furloughs, or
transfers of functions conducted during the current fiscal year.

b. Nunber of permanent onboard enpl oyees as of (date):

C. Nunmber of tenporary onboard enployees as of (use sane
date as in 2b).

d. Nunber of vacancies authorized for recruitnent as of (use
sane date as in 2b).

3. Approval of this action will result in (check appropriate
bl ock) :

a. Transfer of function to (state | ocati on)
b. Reduction in force
C. Fur | ough for (wor k/ cal endar) days

4. Proposed effective date of the action:

5. Reason for the action:

6. Funding inpact (anticipated savings vs cost of proposed
action):

a. Savings:

b. Costs: (e.g. severance pay, unenploynent, relocation,
etc.)

7. lnpact of the action on the civilian workforce:

a. Nunber of anticipated R F separations:
b. Nunber of anticipated furl oughs:
c. Nunber of anticipated transfers with function:

d. Estimated nunber of tenporary enpl oyee term nations:

Encl osure (1)
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e. Estimted nunber of on-call enployees rel eased:

f. Anticipated attrition for each of the foll ow ng
cat egori es:

(1) Estimated nunber of retirees:

(2) Estimated nunber of enployees to transfer to other
activities wthin the conmmuting area (in a transfer of function,
do not include those enpl oyees who you anticipate will transfer
with their function):

(3) Estimated nunber of enployees to transfer to other
activities outside of the comuting area (in a transfer of
function, do not include those enpl oyees who you anticipate wl|
transfer wwth their function):

(4) Oher:

8. Inpact of the action on mlitary personnel:

a. Nunber of officer end-strength reductions:
b. Nunber of enlisted end-strength reductions:

9. Inpact of the action on civilian EEQO

a. Total nunber permanent onboard (provide by the foll ow ng
categories):

Caucasi an Bl ack Hi spani c Q her *Handi capped
**M F M F M F M F M F
/ / / / /

I f mnority and handi capped, report in both categories
** M Ml e F: Femal e

b. Estimated total nunber of permanent on board adversely
affected by RIF (provide by categories listed in 9a):

Caucasi an Bl ack Hi spani c Q her *Handi capped
M F M F M F M F M F
/ / / / /

c. Estimated total nunber of permanent on board affected by
furl ough or transfer of function (provide by categories listed in
9a):

Encl osure (1) 2
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/ / / / /

10. Econom c inpact on the activity:

a. Nunber of RIF actions taken prior to this request this
fiscal year

(1) Nunber of involuntary separations to date this
fiscal year

(2) Nunmber of enployees adversely affected by RIF to
date this fiscal year (do not include involuntary separations):

b. Nunmber of transfer of function actions taken prior to
this request this fiscal year (provide information in follow ng
format; if nore than one transfer of function, list each
separately):

Function transferred:

Date transferred:

Locati on where transferred:
Nunmber of enpl oyees aff ect ed:

c. Nunber of furlough actions taken prior to this request
this fiscal year (provide information in follow ng format):

Dat es of furlough (fromthrough):
Nunmber of enpl oyees affect ed:

11. Provide the follow ng when proposed action results froma
Commercial Activities (CA) study:

a. Nunber of permanent onboard enpl oyees under CA st udy:

b. Nunber of tenporary onboard enpl oyees under CA study:

c. Nunber of vacant positions under CA study:

d. Statement of the inpact on the mlitary m ssion of the
activity (this statement should be consistent wwth the CA
Deci si on Summary Message):

12. Provide the follow ng economc inpact on the community if

nore than 75 enpl oyees wll be affected by a conversion to a
contract that resulted froma CA study:

3 Encl osure (1)
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a. Current status for entire conmmunity:

Locati on:
Popul at i on:

Enmpl oynent :

Busi ness vol une:
Tax base:

Per sonal i ncone:

b. Anticipated inpact of proposed actions:

Locati on:
Popul at i on:

Enmpl oynent :

Busi ness vol une:
Tax base:

Per sonal i ncone:

13. Assistance to affected civilians (briefly describe
efforts):

14. Labor organi zations affected (specify the organization; if

none, so state):

15. Nane and tel ephone nunber (comrercial and autovon) of
i ndividual at this activity who can provide detailed additional

i nformati on:

Encl osure (1) 4



